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Ohio 44112. 


Association News 


Arranged alphabetically by 
association name 


ADAPSO 1969 conferences will study time- 
sharing in Atlanta, Las Vegas and Minneapolis 
(News of Associations—Jan., p. 16). 

AMA Meeting Center Opened—In new manage- 
ment center in Chicago (News of Associations 
—July, p. 12). 

AMA Training Show—Fifth annual conference 
scheduled for August 11-14 in New York (News 
of Associations—May, p. 12). 

AMS Award Given—Sir Walter Scott receives 
Leffingwell Administrative Management Award 
(AMS Report—June, p. 60). 

AMS Charters Two New Chapters—New ones 
located in Austin and Lubbock, Texas (AMS 
Report—Jan., p. 59). 

AMS Chicage Chapter sponsoring 26th annual 
business show with theme “Admmistering for 
Profits’’ (News of Associations—Feb., p. 14). 

AMS Chicago Chapter—Annual Exposition and 
Conference scheduled for Feb. 9, 10, 11 (News of 
the Associations—Nov., p. 18). 

AMS Elects New Officers—List of directors 
chosen for this year (AMS Report—June, p. 59). 

AMS 50th Conference Set—To be held in To- 
ronto May 11-14 (AMS Report—Feb., p. 58). 

AMS 50th International Conference Program— 
Updated program for the meeting May 11-14 in 
Toronto (AMS Report—April, p. 60).. 

AMS Golden Anniversary Conference—Fiftieth 
anniversary meeting set for May 11-14 in To- 
ronto (AMS Report—Mar., p. 59). 

AMS—Half a Century Young—After 50 years, 
AMS serves 15,000 members in 165 U.S. and 
Canadian chapters (April, p. 21). 

AMS and the National Association of Account- 
ants—Southeastern Business Show on March 18, 
19 and 29, 1970, in Charlotte, N.C.—(News of 
the Associations—Nov., p. 18). 

AMS, St. Louis chapter, to sponsor tenth an- 
nual office show, April 16-17 in St. Louis (News 
of Associations—Mar., p. 14). 

American Federation of Information Processing 
Societies Issues Survey—Salary, education data 
cited (News of Associations—April, p. 10). 

American Society for Training and Development 
will hold 25th annual conference in Miami 
Beach, May 12-16 (News of Associations— 


ASTD A es Additional §$ s—Details 
about increased program of institutes and sem- 
inars for 1969-70 (News of Associations—Sept., 
p. 14). 

ASM International Systems Meeting—Acenda 
for fall meeting in New York (News of Associ- 
ations—Sept., p. 14). 

ASM Systems Meeting—In New York, Sept. 28- 
Oct. 1 (News of Associations—June, p. 12). 

Association for Computing Machinery conduct- 
ing five seminars in different cities during Jan., 
Feb. and March (News of Associations—Jan.., 
p. 16). 

Atlantic Systems Conference to be held Mar. 20- 
21 in New York (News of Associations—Feb., 
p. 14). 

BEMA Exposition to Open—Data on 11th annual 
BEMA Equipment Exposition at New York 
Coliseum Oct. 27-31 (News of Associations— 
Aug., p. 10) 

BEMA Names President—C. M. Dick elected 
head of group (News of Associations—April, 


C.A.M. Program Underway—Program to certify 
qualified individuals as “Certified Administra- 
tive Managers’’ (AMS Report—Nov.. p. 46). 

CliOS—15th International Management Con- 
gress being held Nov. 4 to 8 in Japan (News of 
the Associations—Noy., p. 18). 

DPMA Annual Meeting-—-Conference set for 
June 16-19 in Montreal (News of Associations— 
May, p. 12). 

DPMA 48-Page Manual Published—Entitled 

“Guidelines for the Operation of Private Data 
Processing Educational Institutions” (News of 
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Associations—July, p. 12). 

IBD Presents Prizes—Three Atlanta offices re- 
ceive awards for outstanding design (News of 
Associations—June, p. 12). 

LOMA Conference—Session planned at Dallas, 
Sept. 22-24 (News of Associations—May, p. 12). 

MTM Conference—Oct. conference in New York 
(News of Associations—July, p. 12). 

Mountain States Industrial and Business Exhibit 
and Conference—4th annual one in Denver Oct. 
14-16 (News of Associations—Aug., p. 10). 

National Association of Accountants sponsors 
22nd business equipment display at annual 
Southern California business show, April 8-11 
(News of Associations—Feb., p. 14). : 

NMA Convention, May 6-8 in Boston i" — 
workshops (News of Associ ations—Jan., 16). 

Fall Schedul elon to 
cover microfilm uses (News of the Associations 
—Oct., p. 14). 

NOPA Convention in Chicago—Agenda and 
other data given for 1969 meeting in Sept. 
(News of Associations—Sept., p. 

New Addresses for two associations: the Meth- 
ods-Time Measurement Asso ciation for Stand- 
ards and Research and the National Business 
Forms Association (News of Associations—Jan., 
p. 16). 

Records Managers will meet May 7-9 in New 
York City to discuss paperwork avalanche fac- 
ing administrators (News of Associations— 
Mar., p. 12). 

Society for Management Information Systems 
founded (News of Associations—Mar., p. 12). 

SMIS—Report on a conference held in Minne- 
apolis (News of the Associations—Nov., p. 18). 

Three Organizations Name New Officers—Lists 
of 1969 officers for the Life Office Management 
Association, the Society for Advancement of 
Management, and the Data Processing Manage- 
ee Association (News of Associations— Aug., 

- 10). 

“vee Annual Meeting—Congress set for October 
13-16 in Chicago (News of Associations—June, 
p. 12). 

VCC to meet in Houston, May 20-22. Theme of 
session is ‘‘Astrodynamics in Industrial Commu- 
nications Management” (News of Associations 
—Mar., p. 12) 


_Books Reviewed 


ative t Systems—By LeRoy 
en and E Dana Gibson, Wadsworth 
Publishing Co., 322 pp., $6.50 (April, p. 88). 

Age of ecw mas Reg The—By Peter F. Drucker, 
Harper & Row, 394 pp., $7.95 (Sept., p. 106). 

Business Meetings That Make Business—By John 
Lobingier, Jr., Collier Books, 146 pp., $1.50 
(Sept., p. 102). 

Compensating Executive Worth, edited by Rus- 
sell F. Moore, AMA, 135 W. 50th St., New York 
10020, 280 pp., $11.50 (Jan., p. 74). 

Computers—By Fred Steinberg, Franklin 
Watts Inc., 89 pp., $2.95 (Oct., p. 100). 

Cerporation in American Politics, The—By Ed- 
win M. Epstein, Prentice-Hall Inc., 365 pp., 
$8.50 (Nov., p. 85). 

Handbook of Managemen t Technology—Edited 
by Gordon Wills and Ronald Ye arsley, Funk and 
Wagnals, 215 pp., $5.95 (Oct., p. 100). 

Man and the Computer- By John Diebold, 
Frederick A. Praeger, 157 pp., $5.95 (Sept., 
p. 102). 

Mastery of Management—By Auren Uris, Dow 
Jones-Irwin, Inc., 254 pp., $6.95 (Nov., p. 85). 

Personnel Administration: A Point of View and 
a Method—By Pau! Pigors and Charles A. Myers, 
McGraw-Hill, 882 pp., $10.95 (Sept., p. 102). 

Personnel Director's Handbook—By Wilbert E. 
Scheer, Dartnell Corp., 960 pp., $21.50 (Sept., 
p. 102). 

Putting MIS To Work—By Norman L. Enger, 
American Management Association, Inc., 255 
pp., $10.50 (Sept., p. 106) 

Report Writing for Business—By Raymond Les- 
ikar, Richard D. Irwin Ine., 440 pp., $11.95 
(Aug., p. 79). 


Solutions to Today’s Personnel Problems—by 
CCH Editorial Staff, Commerce Clearing Tones, 
Inc., 512 pp., $10.00 (Nov., p. 85). 

Speak Your Way to Success: A Guide to Effective 
Speaking in Business and the Professions—By 
Arthur Sager, McGraw-Hill, 224 pp., $6.95 
(April, p. 88). 


Editorials 


AMS—Half a Century Young—After 50 years, 
AMS serves 15,000 members in 165 U.S. and 
Canadian chapters (April, p. 21). 

Age of Inadequacy, The—Every firm should 
have reasonable projections of future growth 
and volume, and should be preparing to meet 
them (Oct., p. 21). 

All Together Now—Participate—Companies 
should mean it when they urge their people to 
participate (Feb., p. 21). 

Christmas, Before You Know It—Bureau of Na- 
tional Affairs survey reports most people wish 
to abolish office Christmas parties (Nov., p. 25). 

Deliveries—-Some suggestions for improving 
them to both dealers and customers (Aug., 
p. 18). 

EDP Schools; Some Guidelines—Brief review of 
recent DPMA manual (July, p. 19). 

‘Far Out’, Is It Far Out Any More?—A brief re- 
view of the amazing changes that have occurred 
in the past decade (Jan., p. 23). 

Getting the Message Across—Effective commu- 
nication is a problem for managers in all indus- 
tries (June, p. 19). 

Inflation and How to Fight It—Data on recent 
inflationary trends; some advice on what to do 
(July, p. 19). 

JOBS Program Needs You—Employers can help 
solve the nation’s most serious domestic problem 
(June, p. 19). 

Laying Down the Law—Peter Principle states 
that people are promoted until they reach a 
position for which they’re incompetent (May, 
p. 19). 

Management Looks at Government—Federal 
bureaucracy still has much to learn from mod- 
ern business practices (May, p. 19). 

Moon and Management, The —A special appre- 
ciation of the management teamwork upon 
which the landing on the moon was _ based 
(Sept., p. 19). 

Obsolescence, What's Your Factor?—Manage- 
ment jobs have higher factors than most, mean- 
ing they have to constantly learn (Sept., p. 19). 

Office of the Year Selections—Award list was 
expanded from twelve to sixteen (Mar., p. 19). 

Office Safety, a Warning—Recent New York 
office fire should be a warning to managers 
everywhere (April, p. 21). 

Simple Things Get Harder—Modern age seems 
to make simple things harder to do (Mar., 
p. 19). 

Standards, Making Sense on—Opinions on 
stanardizing office machines (Nov., p. 25). 

Status Quo Years: 35 to 50—This group tends 
to oppose change (Jan., p. 23). 

‘Thanks,’ Have You Said it Lately?—Say thank 
you to your secretary once-in-a-while (Oct., 
p.. 21). 

Training Troubles—A look at the kind managers 
have to face in order to make training pay off 
(Aug., p. 18). 


Managerial Overview 


Administrative Manager, A Day in His Life—The 
story of a day in the life of a director of admin- 
istrative services for TWA; by Lewis E. Lachter, 
executive editor (Aug., p. 42). 

Age of Inadequacy, The—Every firm should 
have reasonable projections of future growth 
and volume, _— should be preparing to meet 
them (Oct , SL). 

re A boon ‘ion Busi and B 
Studies show that alcohol hits American busi- 
ness often and hard. Article describes what com- 
panies can do; by A. K. Carding (Dec., 
p. 20). 

AMA Survey shows that most supervisors 
spend at least half their time shuffling papers 
(AM Memo—May, p. 88). 

Buying New Equipment and Furniture—Manag- 
ers eat the purchasing policies they use. 
(Dec. 18) 

College Gradvate—Business must fight nega- 
tive image to attract him; by John Kobliska, 
associate editor (May, p. 39). 

Computers and Middle Management—Comput- 
er’s impact has not been as predicted, and more 
opportunities for middle management have ac- 
tually been created (May, p. 20) 

Downtime—When Machines Pas Down—What 
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Association News 


Arranged alphabetically by 
association name 


ADAPSO 1969 conferences will study time- 
sharing in Atlanta, Las Vegas and Minneapolis 
(News of Associations—Jan., p. 16). 

AMA Meeting Center Opened—In new manage- 
ment center in Chicago (News of Associations 
—July, p. 12). 

AMA Training Show—Fifth annual conference 
scheduled for August 11-14 in New York (News 
of Associations—May, p. 12). 

AMS Award Given—Sir Walter Scott receives 
Leffingwell Administrative Management Award 
(AMS Report—June, p. 60). 

AMS Charters Two New Chapters—New ones 
located in Austin and Lubbock, Texas (AMS 
Report—Jan., p. 59). 

AMS Chicage Chapter sponsoring 26th annual 
business show with theme “Admmistering for 
Profits’’ (News of Associations—Feb., p. 14). 

AMS Chicago Chapter—Annual Exposition and 
Conference scheduled for Feb. 9, 10, 11 (News of 
the Associations—Nov., p. 18). 

AMS Elects New Officers—List of directors 
chosen for this year (AMS Report—June, p. 59). 

AMS 50th Conference Set—To be held in To- 
ronto May 11-14 (AMS Report—Feb., p. 58). 

AMS 50th International Conference Program— 
Updated program for the meeting May 11-14 in 
Toronto (AMS Report—April, p. 60).. 

AMS Golden Anniversary Conference—Fiftieth 
anniversary meeting set for May 11-14 in To- 
ronto (AMS Report—Mar., p. 59). 

AMS—Half a Century Young—After 50 years, 
AMS serves 15,000 members in 165 U.S. and 
Canadian chapters (April, p. 21). 

AMS and the National Association of Account- 
ants—Southeastern Business Show on March 18, 
19 and 29, 1970, in Charlotte, N.C.—(News of 
the Associations—Nov., p. 18). 

AMS, St. Louis chapter, to sponsor tenth an- 
nual office show, April 16-17 in St. Louis (News 
of Associations—Mar., p. 14). 

American Federation of Information Processing 
Societies Issues Survey—Salary, education data 
cited (News of Associations—April, p. 10). 

American Society for Training and Development 
will hold 25th annual conference in Miami 
Beach, May 12-16 (News of Associations— 


ASTD A es Additional §$ s—Details 
about increased program of institutes and sem- 
inars for 1969-70 (News of Associations—Sept., 
p. 14). 

ASM International Systems Meeting—Acenda 
for fall meeting in New York (News of Associ- 
ations—Sept., p. 14). 

ASM Systems Meeting—In New York, Sept. 28- 
Oct. 1 (News of Associations—June, p. 12). 

Association for Computing Machinery conduct- 
ing five seminars in different cities during Jan., 
Feb. and March (News of Associations—Jan.., 
p. 16). 

Atlantic Systems Conference to be held Mar. 20- 
21 in New York (News of Associations—Feb., 
p. 14). 

BEMA Exposition to Open—Data on 11th annual 
BEMA Equipment Exposition at New York 
Coliseum Oct. 27-31 (News of Associations— 
Aug., p. 10) 

BEMA Names President—C. M. Dick elected 
head of group (News of Associations—April, 


C.A.M. Program Underway—Program to certify 
qualified individuals as “Certified Administra- 
tive Managers’’ (AMS Report—Nov.. p. 46). 

CliOS—15th International Management Con- 
gress being held Nov. 4 to 8 in Japan (News of 
the Associations—Noy., p. 18). 

DPMA Annual Meeting-—-Conference set for 
June 16-19 in Montreal (News of Associations— 
May, p. 12). 

DPMA 48-Page Manual Published—Entitled 

“Guidelines for the Operation of Private Data 
Processing Educational Institutions” (News of 
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Associations—July, p. 12). 

IBD Presents Prizes—Three Atlanta offices re- 
ceive awards for outstanding design (News of 
Associations—June, p. 12). 

LOMA Conference—Session planned at Dallas, 
Sept. 22-24 (News of Associations—May, p. 12). 

MTM Conference—Oct. conference in New York 
(News of Associations—July, p. 12). 

Mountain States Industrial and Business Exhibit 
and Conference—4th annual one in Denver Oct. 
14-16 (News of Associations—Aug., p. 10). 

National Association of Accountants sponsors 
22nd business equipment display at annual 
Southern California business show, April 8-11 
(News of Associations—Feb., p. 14). : 

NMA Convention, May 6-8 in Boston i" — 
workshops (News of Associ ations—Jan., 16). 

Fall Schedul elon to 
cover microfilm uses (News of the Associations 
—Oct., p. 14). 

NOPA Convention in Chicago—Agenda and 
other data given for 1969 meeting in Sept. 
(News of Associations—Sept., p. 

New Addresses for two associations: the Meth- 
ods-Time Measurement Asso ciation for Stand- 
ards and Research and the National Business 
Forms Association (News of Associations—Jan., 
p. 16). 

Records Managers will meet May 7-9 in New 
York City to discuss paperwork avalanche fac- 
ing administrators (News of Associations— 
Mar., p. 12). 

Society for Management Information Systems 
founded (News of Associations—Mar., p. 12). 

SMIS—Report on a conference held in Minne- 
apolis (News of the Associations—Nov., p. 18). 

Three Organizations Name New Officers—Lists 
of 1969 officers for the Life Office Management 
Association, the Society for Advancement of 
Management, and the Data Processing Manage- 
ee Association (News of Associations— Aug., 

- 10). 

“vee Annual Meeting—Congress set for October 
13-16 in Chicago (News of Associations—June, 
p. 12). 

VCC to meet in Houston, May 20-22. Theme of 
session is ‘‘Astrodynamics in Industrial Commu- 
nications Management” (News of Associations 
—Mar., p. 12) 


_Books Reviewed 


ative t Systems—By LeRoy 
en and E Dana Gibson, Wadsworth 
Publishing Co., 322 pp., $6.50 (April, p. 88). 

Age of ecw mas Reg The—By Peter F. Drucker, 
Harper & Row, 394 pp., $7.95 (Sept., p. 106). 

Business Meetings That Make Business—By John 
Lobingier, Jr., Collier Books, 146 pp., $1.50 
(Sept., p. 102). 

Compensating Executive Worth, edited by Rus- 
sell F. Moore, AMA, 135 W. 50th St., New York 
10020, 280 pp., $11.50 (Jan., p. 74). 

Computers—By Fred Steinberg, Franklin 
Watts Inc., 89 pp., $2.95 (Oct., p. 100). 

Cerporation in American Politics, The—By Ed- 
win M. Epstein, Prentice-Hall Inc., 365 pp., 
$8.50 (Nov., p. 85). 

Handbook of Managemen t Technology—Edited 
by Gordon Wills and Ronald Ye arsley, Funk and 
Wagnals, 215 pp., $5.95 (Oct., p. 100). 

Man and the Computer- By John Diebold, 
Frederick A. Praeger, 157 pp., $5.95 (Sept., 
p. 102). 

Mastery of Management—By Auren Uris, Dow 
Jones-Irwin, Inc., 254 pp., $6.95 (Nov., p. 85). 

Personnel Administration: A Point of View and 
a Method—By Pau! Pigors and Charles A. Myers, 
McGraw-Hill, 882 pp., $10.95 (Sept., p. 102). 

Personnel Director's Handbook—By Wilbert E. 
Scheer, Dartnell Corp., 960 pp., $21.50 (Sept., 
p. 102). 

Putting MIS To Work—By Norman L. Enger, 
American Management Association, Inc., 255 
pp., $10.50 (Sept., p. 106) 

Report Writing for Business—By Raymond Les- 
ikar, Richard D. Irwin Ine., 440 pp., $11.95 
(Aug., p. 79). 


Solutions to Today’s Personnel Problems—by 
CCH Editorial Staff, Commerce Clearing Tones, 
Inc., 512 pp., $10.00 (Nov., p. 85). 

Speak Your Way to Success: A Guide to Effective 
Speaking in Business and the Professions—By 
Arthur Sager, McGraw-Hill, 224 pp., $6.95 
(April, p. 88). 


Editorials 


AMS—Half a Century Young—After 50 years, 
AMS serves 15,000 members in 165 U.S. and 
Canadian chapters (April, p. 21). 

Age of Inadequacy, The—Every firm should 
have reasonable projections of future growth 
and volume, and should be preparing to meet 
them (Oct., p. 21). 

All Together Now—Participate—Companies 
should mean it when they urge their people to 
participate (Feb., p. 21). 

Christmas, Before You Know It—Bureau of Na- 
tional Affairs survey reports most people wish 
to abolish office Christmas parties (Nov., p. 25). 

Deliveries—-Some suggestions for improving 
them to both dealers and customers (Aug., 
p. 18). 

EDP Schools; Some Guidelines—Brief review of 
recent DPMA manual (July, p. 19). 

‘Far Out’, Is It Far Out Any More?—A brief re- 
view of the amazing changes that have occurred 
in the past decade (Jan., p. 23). 

Getting the Message Across—Effective commu- 
nication is a problem for managers in all indus- 
tries (June, p. 19). 

Inflation and How to Fight It—Data on recent 
inflationary trends; some advice on what to do 
(July, p. 19). 

JOBS Program Needs You—Employers can help 
solve the nation’s most serious domestic problem 
(June, p. 19). 

Laying Down the Law—Peter Principle states 
that people are promoted until they reach a 
position for which they’re incompetent (May, 
p. 19). 

Management Looks at Government—Federal 
bureaucracy still has much to learn from mod- 
ern business practices (May, p. 19). 

Moon and Management, The —A special appre- 
ciation of the management teamwork upon 
which the landing on the moon was _ based 
(Sept., p. 19). 

Obsolescence, What's Your Factor?—Manage- 
ment jobs have higher factors than most, mean- 
ing they have to constantly learn (Sept., p. 19). 

Office of the Year Selections—Award list was 
expanded from twelve to sixteen (Mar., p. 19). 

Office Safety, a Warning—Recent New York 
office fire should be a warning to managers 
everywhere (April, p. 21). 

Simple Things Get Harder—Modern age seems 
to make simple things harder to do (Mar., 
p. 19). 

Standards, Making Sense on—Opinions on 
stanardizing office machines (Nov., p. 25). 

Status Quo Years: 35 to 50—This group tends 
to oppose change (Jan., p. 23). 

‘Thanks,’ Have You Said it Lately?—Say thank 
you to your secretary once-in-a-while (Oct., 
p.. 21). 

Training Troubles—A look at the kind managers 
have to face in order to make training pay off 
(Aug., p. 18). 


Managerial Overview 


Administrative Manager, A Day in His Life—The 
story of a day in the life of a director of admin- 
istrative services for TWA; by Lewis E. Lachter, 
executive editor (Aug., p. 42). 

Age of Inadequacy, The—Every firm should 
have reasonable projections of future growth 
and volume, _— should be preparing to meet 
them (Oct , SL). 

re A boon ‘ion Busi and B 
Studies show that alcohol hits American busi- 
ness often and hard. Article describes what com- 
panies can do; by A. K. Carding (Dec., 
p. 20). 

AMA Survey shows that most supervisors 
spend at least half their time shuffling papers 
(AM Memo—May, p. 88). 

Buying New Equipment and Furniture—Manag- 
ers eat the purchasing policies they use. 
(Dec. 18) 

College Gradvate—Business must fight nega- 
tive image to attract him; by John Kobliska, 
associate editor (May, p. 39). 

Computers and Middle Management—Comput- 
er’s impact has not been as predicted, and more 
opportunities for middle management have ac- 
tually been created (May, p. 20) 

Downtime—When Machines Pas Down—What 
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the administrator can do to reduce downtime, 
with some examples (Sept., p. 28). 

‘Far Out’, Is It Far Out "le More?—A brief 
review of the amazing changes that have oc- 
curred in the past decade (Jan., p. 28). 

Fringe Benefits, 2 gers Sew Findings 
of a survey conducted by hay Bureau of Na- 
tional Affairs, Inc. (Oct., 

Government, It Needs Better Management— How 
government executives are seeking ways to op- 
erate more efficiently; by Walter A. Klein- 
schrod, editor (July, p. 22). 

History of Management Change—Brief descrip- 
tion of how management has changed from the 
entrepreneur of 1850 to the conglomerate of 
1969; by Dr. E. H. Curcuru (AMS Report—Dec., 
p. 36). 

Inflation and How to Fight It—Data on recent 
inflationary trends; some advice on what to do 
(July, p. 19). 

Input, The New Forms of—A look at the newest 
ways to record data for storage by a computer; 
by Walter A. Kleinschrod, Editor (Feb., p. 34). 

Job Interviewing: It's Easy to Make Mistakes— 
Remarks on interviewing by King Whitney, Jr., 
president of the Personnel Lapvoratory, Inc., 
Stamford, Conn. (Oct., D. 60). 

Leaders in Transition: A S Symp for Manage 
ment—A discussion of the major social problems 
affecting business today by four “involved” 
Americans, at the invitation of AMA on its 45th 
anniversary: Tomorrow’s Leadership, by David 
FE. Lilienthal, Chairman of the Board, Develop- 
ment and Resources Corp.; Two Kinds of Revo- 
lutionaries, by Elmo Roper, Consultant, Roper 
Research Associates; Achieving Law and Order, 
by Theodore C, Sorenson, Partner, Paul Weiss, 
Goldberg, Rifkind, Wharton & Garrison; and 
Why Young People Are Angry, by Jack H. 
Vaughn, former Director, Peace Corps (Jan., 
p. 32). 

Managing the Information—Discussion of the 
information explosion and how it affects man- 
agers; by Lawrence W. Lynett, manager of ad- 
ministration applications and equipment re- 
reach, IBM (AMS Report—Aug., p. 53). 

Measuring Work Insures Effective Manpower 
Utilization— Work sampling and follow up pro- 
gram of standardization helps get the jobs done 
— by S. H. Knowlton (AMS Report, Dec., 
p. 33). 

Mergers—How the manager can be affected if 
his firm joins another; by John Kobliska, associ- 
ate editor (June, p. 30). 

Motivation—Old Problem, New Ideas—A discus- 
sion of some new concepts on motivation, with 
quotes from social scientist Dr. Frederick Herz- 
berg; by Lewis E. Lachter, Executive Editor 
(Feb., p. 22). 

Moving C Probl faced when a 
company decides to relocate (Nov., p. 26). 

Name of the Game Is Change— How manage- 
ment can and should welcome change; by Gilbert 
W. Fitzhugh, chairman of the board, Metropoli- 
tan Life Insurance Co. (July, p. 55). 

Office in Transition, The—A look at trends and 
forecasts for 1969 as well as a backward glance 
at accomplishments in the last decade; by 
Walter A. Kleinschrod, editor (Jan., p. 24). 

Office Safety, a Warning—Recent New York 
office fire should be a warning to managers 
everywhere (April, p. 21). 

Packaged Software, A Hard Look at It—How 
the software section of the industry has grown, 
with examples of software packages now avail- 
able; by Anthony D. K. Carding, associate edi- 
tor (Aug., p. 58). 

Pay Plans Insure Internal Equity, Higher Morale 
—The purposes of a salary and wage adminis- 
tration program and how to accomplish them 
(AMS Report—Nov., p. 45). 

Perscnnel Testing—There are many arguments 
for and against testing (May, p. 26). 

Planning Technique Uses Best Skills—Program 
planning/management can be used to advan- 
tage in business (AMS Report—Nov., p. 43). 

Public Relations, Good Image Manager's Job 
—It’s important to take a positive posture and 
tell vour firm's story effectively; by William E. 
Farley, managing director, Cleveland Associated 
Industries. Cleveland, Tenn. (AMS Report— 
July, p. 56). 

Quit, The Real Reasons People—Discussion of 
costs to a company for high rate of personnel 
turnover and the reasons for this turnover 
(AMS Report—Oct., p. 45). 

Records Systems in Context—Symposium co- 
sponsored by A/M and Oxford Pendaflex pro- 
vides practical pointers on records management, 
by Walter A. Kl- nsechred ed'ter (Dee... p. 26). 

Salary Plans—Examination of four common 
methods used to formulate salary rates; by C. H 
Miller, manager of wage and salary services, 
Union Oil Co. (AMS Report—Mar., p. 64). 

Satellite Administrative Service Centers—How 
they can be used to increase an office’s working 
efficiency; by Robert A. Shiff, president, Na- 
remco Services Inc., New York (Feb., p. 26). 

‘Selling’ Your Company, Two Ways—Good ori- 
entation program and employee newsletter help 
to make and keep employees content; by J. G. 
White, assistant personnel director, Maine Med- 
ical Center (AMS Report—April, p. 59). 

Spece for Non-employees Surveyed—Report 
shows companies provide space and services for 
non-employees. Seventeen companies partici- 
pate. (MS Report. Dec., p. 35). 

Standards, Making Sense on—Opinions on 
standardizing office machines (Nov., p. 25). 
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Training Troubles—A look at the kind managers 
have to face in order to make training pay off 
(Aug., p. 18). 

White Employer Tells It Like It Ils A—Discussion 
by J. William Henderson Jr., of Buckeye Inter- 
national Ltd. on Negro employment at his firm 
(AMS Report—Sept., p. 83). 

Why Some Men Sour After 40—Accent on youth 
often results in capable men over 40 being left 
in the same position until they retire; by How- 
yy Floyd, management consultant (April, 
P. Ps 

Women Managers Speak Their Minds—Six 
women tell the exact nature of their jobs, how 
they are changing, their views on discrimination 
against women in business, and advice for girls 
interested in a business career; ay Lewis E. 
aoe executive editor (Oct., p. 22). 

Work Measurement Program, Rag That Is Self- 
Simplifying—A detailed account of how work 
measurement is used at Aerospace Corp.; by 
Arnold E. Nelson, manager, Work Measurement 
and Analysis Section, Aerospace Corp. (Sept., 
p. 44). 

World Trade Center in New York—A description 
of the quarter-mile tall towers and some of the 
new office concepts they will incorporate; by 
Walter A. Kleinschrod, editor (Sept., p. 22). 


Miscellaneous 


AMS Travel Survey—Results show such facts as 
most managers travel around 5,000 miles a year 
for _— companies (AMS Report—April, 
p. 62). 

Alarms Ring Down Curtain on Losses—Electric 
security alarm systems (Tips for the Office— 
Nov., p. 22). 

Business Letters—A Dartnell Institute of Busi- 
ness Research report shows that costs for a let- 
ter will be about $3 a copy by 1970 (AM Memo— 
Oct., p. 112). 

Business Machines Industry in Supue-Sapest 
available on 1962-67. (AM mo—Feb., p. 84). 

Calling Overseas: Which Media to "Use—A dis- 
cussion of the problems in worldwide communi- 
cations systems, especially those based on satel- 
lites; by T. B. Westfall, executive vice-president, 
International Telephone & Telegraph Corp. 
(Ideas International—Jan., p. 20). 

Design Tips—Ideas for designing exhibits of 
your firm’s activities (Personnel Problem 
Clinic—June, p. 16). 

EDP Systems, Prevention of Damage to—As 
companies rely increasingly on computers, there 
are more risks of loss of vital business records; 
by C. F. Hemphill Jr., loss prevention consult- 
ant (April, p. 14). 

Espionage, Controlling Business— Precautionary 
— . = protect proprietary information 
(Sept., 66). 

Filing i A Pendaflex Corp. has 
published a guide to reduce them (AM Memo— 
Oct., p. 112). 

Fire—What to Do When One Breaks Out—Basic 
rules to observe in an office fire (July, p. 58). 

Index to A/M Editorial Features for 1969—Com- 
prehensive listing of articles and departments 
which appeared in A/M magazine during the 
year (Dec. p. 80). 

by Objectives—It usually results 
in improved individual mag company perform- 
ance (AM Memo—Mar., . 

Managers at gg” Me modern electronic 
equipment is used aboard ship (Sept., p. 52). 

Pilferage and Petty Cash Losses—A series of 
practical suggestions to cut down on such losses; 
by C. F. Hemphill Jr., loss prevention consult- 
ant, Los Angeles (Tips for the Office—Feb., 


p. 40). 

Public Libraries—Proper use can save _busi- 
nessman much time in looking for valuable in- 
formation; by E. Thomas Verd, reference li- 
brarian, Eastern Washington State College 
(AMS Report—June, p. 57). 

Safety Relistings, Guidelines for—Underwriters’ 
Laboratories Ine. have set guidelines for the 
safety relisting of rebuilt office machines and 
data processing equipment (AM Memo—Nov., 
p. 86). 

Schools, How Accredited Ones Help Business— 
A look at the Accrediting Commission for Busi- 
ness Schools; by A. J. Escher, associate pro- 
fessor, North Park College, Chicago (AMS 
Report— Aug., p. 56). 

Strikes—There is a need for a breakthrough 


technique for settl ts (AMemo—Feb., p. 
84 


Systems Analyst, Utilizing His Skillsk—How to 
make most effective use of the systems and pro- 
gramming staff; by Louis Fried, director of 
management information systems, Bourns Inc., 
Riverside, Calif. (Feb., p. 38). 

Typical Office Manager, The—Results of Dart- 
nell Institute of Business Research survey (AM 
Memo-Sept., p. 110). 

Unemployment Insurance—a guide to current 
programs offered (AMemo—Feb., p. 

U.S. Per Capita GNP Is First— Productivity of 
workers in free-world still far surpasses that 
of Communist nations (Ideas International— 
June, p. 82). 

With the Editors: Importantize Your Writing 
(Jan., p. 80). 


Office Environment 


Office design, furnishings, maintenance 


Art: Budgeting It for Your Office—General 
guidelines on what to buy and how much to 
spend (July, p. 61). 

Cafeterias—How to make them less costly to 
the company—(Personnel Problem Clinic—Sept., 


3s keh 

Carpeting Enters New Office Areas—Brief look 
at benefits from using carpets in various office 
locations (Office Environment—Aug., p. 50) 

Desks and Chairs, New Designs—Wire-hiding 
desks and free-form designs; by John Kobliska, 
associate editor (Office Environment—April, p. 
38 


Heating-Cooling Problem Solved—Solar control 
film is being used to provide uniform tempera- 
ture in the Executive Building in St. Louis 
(Oct., p. 42). 

Invisible Design Elements—Temperature and 

noise level may have as much to do with work- 
ers’ efficiency as office furniture, equipment, 
and colors (AM Memo—April, p. 96). 
To be held in Sept. in 
Philnicohin sponsored by the Office Landscape 
Users Group of the AMS (AMS Report—July, 
p. 55). 

Live Floor Loads Surveyed—U. S. National Bu- 
reau of Standards conducts study of live loads 
in office bvildin s (Dee, r. 41). 

Mock Offices Used to Plan Real Ones—This 
method is often better then using floor plans or 
scale models (April, p. 30). 

Movable Walls Create Space—Advantages of 
movable walls (Office Environment—Oct., p. 


New Processes Help Furniture Resist Wear—A 
survey of the various office furniture coverings 
on the market; by Anthony D. K. Carding, as- 
sociate editor (Office Environment—Sept., p. 
50). 

Office Landscape Symposium, First U.S.—Office 
Landscape Users Group of the AMS sponsored 
the 5; nae in Philadelphia on Sept. 16 and 
17 (Nov., iz 

‘Offices of the Year’—Sixteen winners listed 
(Mar., p. 39). 

‘Offices of the Year’ Awards for 1968—Special 
section announces AM’s selections (Mar., p. 39) 
and describes the top four winners (12 Honor- 
able Mention Awards to be featured in subse- 
quent issues): first award winner: Houston 
Lighting & Power Co. (Mar., p. 36); awards of 
merit to Chicago office of Blue Cross (Mar., 
p. 40), Caterpillar Tractor Co., (Mar., p. 42), 
Corn Products Corporate Headquarters (Mar., 
p. 44). Summary article: The Great New Office 
._Era: A Management Achievement by Walter A. 
Kleinschrod, editor (Mar., p. 46): Honorable 
Mention: General Motors, New York (April, p. 
64), Stauffer Chemical, New York (May, p. 58), 
James Beam Distilling Co., Chicago (May, p. 
58), Comsat, Washington, D. C. (June, p. 40), 
Lubbock Bank, Lubbock, Tex. (July, p. 60), 
Avis Rent A Car, Garden City, N.Y. (Aug., 
p. 32), LTV Aerospace, Grand Prairie, Texas 
(Sept., p. 60), Life Insurance Co. of Georgia, 
Atlanta (Sept., p. 61). Salt River Project, 
Tempe, Ariz. (Oct., p. 54), Potomac Edison 
Co., Hagerstown, Md. (Nov., p. 88), Virginia 
National Bank, Norfolk, Va. (Nov., p. 38), 
Svrings Mills Inc.. Lancaster, S C. (Dec., p. 78). 

Partitions Pace New Design Sicckenmaune- An 
illustrated report of new office partitions avail- 
able; by Terence D. Hernandez, associate editor 
(Office Environment—Jan., p. 46). 


Reprints Available at $1 Each 


Reprints of articles in the accompanying list may be obtained from 
our Reprint Department at $1 each. Most will be reproduced on 
photocopying equipment, though a number of our more frequently 
requested articles are available printed on glossy paper, while sup- 
plies last. Lower rates apply on quantity orders. Address all inquiries 
and orders to Administrative Management, Reprint Department, 51 
Madison Ave., New York, 10010. 
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1969 Index...o ffice design, furnishings and maintenance contixvep 


Plants—They can help to decorate office areas 
(April, p. 32). 

Plazas, Courts and Patios—Open areas around 
firm’s building can enhance its appearance but 
must be properly maintained (Office Environ- 
ment—June, p. 38). 

Raised Flooring—Firm should make its selection 
on basis of computer used (March, p. 82). 

Signs Help Convey the Message—Ov erall look at 
what is available in office signs today (Office 
Environment—July, p. 44). 

Thermostats: Three Basic Types—Brief look at 
pneumatic, electric and electronic thermostats 
(Aug., p. 79). 

Training Center of the Western Electric Co. in 
Princeton—A detailed description of the center, 
with pictures (Aug., p. 24). 

Wall Coverings—Choice “" paint or pattern 
(Office Environment—May, 

World Trade Center in New York—A description 
of the quarter-mile tall towers and some of the 
new office concepts they will incorporate; by 
Walter A. Kleinschrod, editor (Sept., p. 22). 


Office Equipment 


Equipment—Furniture, Supplies 


See also Office Environment 

Carbon Term List—An alphabetical listing of 
most common terms in one-time use field (Feb., 

- 80). 

“Carbonless Paper—Firm can eliminate need for 
outside printing (Systems in Action—May, p. 
79). 

Casters—Purdue University study reveals 
many relevant facts (May, p. 64). : 

Forms Follow Function—Forms are designed to 
speed operations (Tools of the Office—Sept., 
p. 70). 

Forms: How to Buy Them, Store Them, Control 
Inventory—Manager must learn how to control 
forms production and use; ~ Frank Knox, 
management consultant (June, 22). 

Paper Buying, New Trends in— Different types 
of paper for different jobs; by Marvin Bevans, 
associate editor (Tools of the Office—June, p. 


Safes to Protect Assets—Basic types of safes 
available and what prctection they offer (Oct., 
p. 104) 


Equipment—Office Machines 


Automatic Typewriters—Offices are finding in- 
creasing use for them; by Marvin Bevans (Tools 
of the Office—May, p. 44). 

Buying New Equipment and Furniture— Managers 
describe the purchasing policies they use (Dec., 
p. 18). 

Calculators—Today’s Do More of a Job—A sur- 
vey of the market today, with comprehensive 
charts covering the specifications of all major 
companies’ machines; by M. J. Bevans, associate 
editor (Tools of the Office—Feb., p. 46). 

Computer Terminal Costs—Expected to be lower 
according to Diebold Research Program study 
(Ax Memo-Sept.. p. 110). 

s for B Use—Report - modern 
PB cn car (Tools of the Office—Nov., p. 53). 

Control Boards Point the Way— Different types 

of control boards and their functions are de- 
seribed (Dec. n. 23). 

Copiers 1970—New developments, machine 
specifications and prices described in annual 
study of copiers and copying systems (Tools of 
the Office—Dec., p. 46). 

CRT Displays—A survey in depth, showing how 
they cut paperwork; the various types available: 
by John Kobliska, associate editor (Tools of 
the Office—July, p. 46). 

Diazo Printer Doubles Output—Machine brings 
doubling of print production (Systems in Action 
—June, p. 43). 

Dictating Machines: New Uses—There are new 
benefits to using this tool; by Marvin Bevans, 
ones editor (Tools of the Office—Mar., p 
52). 

Duplicators: Cleaner, Faster, More Productive— 
A comprehensive study of today’s market in 
stencil, offset, and spirit duplicators, with charts 
covering the specifications for those made by 
the major producers of each: by M. J. Bevans, 
oo editor (Tools of the Office—Jan., p. 


8). 

EDP Output—Description of four new forms of 
output that are competing with the EDP line 
printer: CRT. microfilm, non-impact printing 
and voice response; by Lewis E. Lachter, execu- 
tive editor (July, p. 36). 

1-D Systems—New cards aid company security 
(April, p. 24). 

Input Keyboards: Typewriters That Talk to Com- 
puters—Lists some of the main input controls 
and their functions (Oct.. p. 26). 

Mail, Addressing and Moving the—Simple to 
multi-function equipment bg use in mailing 
(Tools of the Office—Oct., p. 70). 

Microfilm Cuts Paper Pile-Up—As more diversi- 
fied microfilm products appear. its value to busi- 
ness increases; By Marvin Bevans, associate 
editor (Tools of the Office—April, p. 42). 
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Microfilm, Seven Effective Uses—Examples of 
the versatility of microfilm (Mar., p. 28). 

Paper Shredders—Confidential information is 
kept away from others (May, p. 60). 

Training Aids for Every Subject—A detailed look 
at current training devices and equipment avail- 
able; by Todd Lehman, asociate editor (Aug. 
p. 34). 

Typing, What We Found Out About Automatics— 
Discussion of automatic typewriters, past, pres- 
ent, and future predictions (Nov., p. 32). 

Vending Machines Cater to Your Needs—Overall 
look at vending machines available today (July, 
p. 76). 

Videotape—A look at its potential for both 
training and communications, with examples 
from various firms (Aug., p. 20). 


Personnel 


Absences—When should they be considered ex- 
cessive? Some examples cited (Personnel Prob- 
lem Clinic—Jan., p. 18). 

Absenteeism—Methods of combating it (Per- 
sonnel Problem Clinic—Nov., p. 14). 

Accident Prone Employees— How to judge them 
(Personnel Problem Clinic—Sept., p. 10). 

AMS Chapter Surveys—Relevant facts about 
physical examinations, absenteeism, reimburse- 
ment of employee agency fees (AMS Report— 
June, p. 58). 

Alcoholism Hurts Business and Businessmen— 
Studies show that alcohol hits American busi- 
ness often and hard. Article describes what 
companies can do; by A. D. K. Carding (Dec., 
p. 20). 

Coaching a Junior Toward Seniordom—Hints on 
how to develop junior executives; by Bentley 
Barnabas, president, Associated Personnel Tech- 
nicians, Wichita, Kansas (AMS Report—Jan., 
p. 57). 

College Graduate—Business must fight nega- 
tive image to attract him; by John Kobliska, 
associate editor (May, p. 39). 

Company Chaplain Boosts Morale—Story of 
benefits to employees of having a clergyman on 
the payroll a hen advice i is needed (Sept., p. 35). 

B How to make employees 
aware of vit. (Personnel Problem Clinic—Oct., 
p. 16 


Controller and Treasurer Functions—Financial 
Executives Institute defines them (June, p. 81). 

Discharging an Employee for Reckless Driving 
Conviction—Company, was justified (Personnel 
Problem Clinic—July, p. 16). 

EDP Training Programs—Firms have many dif- 
ferent kinds of in-house programs (May, p. 63). 

Employee Loyalty and Effectiveness—Human 
factors should be part of firm’s balance sheet 
(AM Memo—June, p. 92). 

Employee who refuses to take care of his health 
—How force him to stop smoking and reduce 
weight? (Personnel Problem Clinic—Aug., p. 
16). 

Employees’ Private Lives-When the company 
should be concerned (Personnel Problem Clinic 
—July, p. 16). 

Employment Applications—Is it necessary to list 
all previous employers on them? (Personnel 
Problem Clinic—Nov., p. 12). 

Employment of Aliens—You should check on an 
alien’s status with the U.S. Immigration authori- 
ties (Personnel Problem Clinic—Jan., p. 18). 

Fairness, How Far Should It Go?— A’ discussion 
of what are extenuating circumstances for ex- 
cessive absenteeism (Personnel Problem Clinic— 
Sept.. p. 10). 

Federal Wage-Hour Law— Who ‘s exempted? All 
administrative employees according to a recent 
court decision (Personnel Problem Clinic—Aug. 
p. 14). 

Federal Wage-Hour Law—Is head of computer 
department covered if he spends very little time 
supervising and most of his time operating com- 
puters? (Personnel Problem Clinic—Oct., p. 16). 

Female employees—Discrepancy between state 
and federal laws (Personnel Problem Clinic— 
Nov., p. 12). 

Fire;—What to Do When One Breaks Out—Basic 
rules to observe in an office fire (July. p. 58). 

Fired Salesmen Who Disparage Your Products— 
What recourse you can have (Personnel Problem 
Clinie—July. p. 16). 

Flexible Retirement Age—Should employees be 
required to retire at age 65? (Personnel Problem 
Clinic—Oct., D. 16). 

Fringe B 290 M s View—Findings 
of a survey conducted by The Bureau of National 
Affairs. Inc. (Oct., p. 58). 

Gambling in the Office—Are baseball and foot- 
ball pools in this category? (Personnel Problem 
Clinic—Feb., p. 16). 

Garnishment is Cause for Discharge—In some 
states this is illegal (Personnel Problem Clinic— 
Jan., p. 18). 

Government Regulations—Small businessman 
ean get cuidance from NAM booklet ‘“‘Now Hear 
This.” (Personnel Problem Clinic—Aug., p. 14). 

High 1Q, Low Score—People with high 1Q’s tend 
to create problems rather than solve them, ac- 
cording to Thomas E. Roberts of the University 
of Michigan's Bureau of Industrial Relations. 
(Oct., p. 31). 


High Schools Train Well—Results of a survey of 
managers by the Spokane chapter of AMS 
(AMS Report—Oct., p. 46). 

Hiring Hard-Core Unemployed— Firm must set 
up proper training program and contro! fears 
of present employees (Mar., p. 22). 

Hiring Inequities—Undue importance is at- 
tached to a college degree for certain profes- 
— and managerial jobs (AM Memo—Mar. p. 
88). 

Hiring Negroes—How a company can try to 
get more black employees (Personnel Problem 
Clinie—April, p. 18). 

Hiring Threat—Firm can lose business ‘if it does 
not agree to take affirmative action in hiring 


minority groups (Personnel Problem Clinic— 


June, p. 16). 

Holiday Benefits—The trend is to grant more 
of them according to a study by the Bureau of 
National Affairs Inc. (AMemo—July, p. 80). 

Insubordination—Can you call it that when an 
employee refuses to have a doctor’s form filled 
out? (Personnel Problem Clinic—Aug., p. 16). 

Interview Technique That Works—in Eight Min- 
utes—Minute by minute outline of a successful 
job interview that takes eight minutes or less; 
by P. J. Brennan, personnel manager, Federal 
Products Corp., Providence, R.I. (AMS Report 
—Jan., p. 60). 

Intracompany Raids, How to Stop Them—Suggest 
strict rules about this (Personnel Problem 
Clinic—July, p. 16). 

Job Interviewing: It’s Easy to Make Mistakes— 
Remarks on interviewing by King Whitney, Jr., 
president of The ggg Laboratory, Inc., 
Stamford, Conn. ,(Oct., 60). 

July Duty and Vacation  Pay—Should companies 
make up age difference? (Personnel Problem 
Clinie—Oct., 

eopuastaes” Speed, Accuracy Improved—New 
company shows amazing results in retraining 
keypunch operators (April, p. 34). 

Labor Laws governing non-union employees— 
They may use the same strike tactics as union 
members (Personnel Problem Clinic—Feb., p. 
16) 


Longer Paid Vacations seem to be the trend 
(AM Memo—-May, p. 

Management, Internal Group Counsels—Creative 
approaches to management activities and’ ef- 
fective ways of teaching them (Personnel Train- 
ing—Sept., p. 64). 

Managers at Sea—How modern electronic 
equipment is used aboard ship (Sept., p. 52). 

Manpower Pool, Internal—There is an increas- 
ing need for data processing personnel. Train- 
ing, upgrading and transferring of personnel 
from other departments into DP will probably 
become more f.equent (Personnel Training— 
Oct., p. 32). 

Measuring Work Insures Effective Manpower 
Utilization—Work sampling and follow up pro- 
gram of standardization helps get the jobs done 
neers by S. H. Knowlton (AMS Report, Dec., 
p. 33), 

Methods of Intellectual Development, known as 
MIND is a company in Greenwich, Conn., de- 
signed to convert hard-core unemployables into 
~~ employees (Personnel Training—Feb., 
p. 32). 

Military Reservists—Should a company pay 
them while they go to summer training camp? 
(Personnel Problem Clinic—Sept., p. 12). 

Minority Group College Students—A book to help 
— obtain and keep jobs (AMemo—Feb., p. 

4). 


Motivation—Old Problem, New Ideas—A discus- 
sion of some new concepts on motivation, with 
quotes from social scientist Dr. Frederick Herz- 
berg; by Lewis E. Lachter, executive editor 
(Feb., p. 22). 

Moving, Company—Problems faced when a 
company decides to relocate (Nov., p. 26). 

Negro Worker, Upgrading Will Bridge Ghetto 
Gap—The problem is more — of advancement 
than unemployment (Nov., 62). 

Non-Union Workers—Even yale they don’t 
belong te a union, they can join together to 
protest company action. (Personnel Problem 
Clinic—Mar., p. 16) 

Office Decorations—How management should 
set the policy (Personnel Problem Clinic—Feb., 
p. 16). 

Orthodox Jewish Employees—Does a company 
have to let them go home earlier each Friday? 
(Personnel Problem Clinie—April, p. 18). 

Overtime Pay—Is it justified when the employee 
has not worked the normal work week? ( Person- 
nel Problem Clinic—Feb.. p. 16). 

Overtime Pay—Can it be in cash or in com- 
pensatory time? (Personnel Problem Clinic— 
July, p. 16). 

Paychecks—Can they be mailed directly to em- 
ployees’ banks? (Personnel Problem Clinic— 
Aug., p. 16) 

Pay-range/Pay Step—Experience by Seniority 
(Personnel Problem Clinic—Nov.. ). 

Personal Hygiene—How to handle "the situation 
without offending the employee (Personnel 
Problem Clinic—Jan.. p. 18). 

Personnel Expert on Part-time Basis—Description 
of operation of R. J. Carroll Associates. a group 
of part-time personnel directors used by some 
60 firms (July, p. 32). 

Personnel Practices by Size of Firm—Survey cov- 
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ered companies employing 35 to 20,000 workers; 
by V. E. ace A. C. Ackenheil & Assoc. 

(June, p. 46 

Personnel ae a firm can use re- 
search techniques to-find solutions; by David 
North, president, David North & Assoc. and 
Natalie North, supervisor of research, Sullivan, 
Stautfer, Colwell & Nayles (June, p. 54). 

Personnel Testing—There are many arguments 
for and against testing (May, p. 26). 

Pregnant Women Employees—Why many firms 
require them to quit work after the fifth or 
sixth month (Personnel Problem Clinic—May, p 
16). 

Pregnant Workers—Do many companies require 
employees to submit doctor's certificates as con- 
dition to working? (Personnel Problem Clinic, 
June, p. 16). 

Privacy Questions—Is it an invasion of privacy 
to request an unlisted phone number of an em- 
ployee? (Personnel Problem Clinic—Aug., p. 
14) 


Profit sharing plan, employee withdrawal of 
money from—Company must draw the line 
= (Personnel Problem Clinic—April, 

18). 

* eneeened On-the-Job Plan Improves Secre- 
tarial Skills—Description of how secretarial skills 
program is being successfully used in various 
companies (Personnel Training—Jan., p. 76). 

Programmers—A Guide to Select the Right Ones 
—Some specific suggestions on who should con- 
duct the interviews and how (by Prof. R. C. 
Cornwell, Business Education, and _ Prof. 
Stephen Hallam, Data Processing, Northern 
Arizona University (Sept., p. 37). 

Quit, The Real Reasons People—Discusion of 
costs to a company for high rate of personnel 
turnover and the reasons for this turnover 
(AMS Report—Oct., p. 45). 

Recruiting: Use the ‘Smarts’ and ‘Hunger’ Tests— 
Some rules for becoming a good recruiter; by 
John Guiton, vice president, ge Union Na- 
tional Bank (AMS Report—Aug. p. 54). 

Rehiring Former Managers—This >. reportedly 
done by most companies if manager left under 
favorable circumstances (AMemo—Aug., p. 80). 

Religion—Reason for repeatedly leaving work 
early (Personnel Problem Clinic—Nov., p. 12). 

Rest Periods—Are they required by law? (Per- 
sonnel Problem Clinic—Sept., p. 12). 

Salaries ‘69: Annual AMS Report—A survey, 
with chart, of average 1969 salaries for clerical 
and data processing jobs for the whole U-S., 
Canada, and by regions (AMS Report—July, 
p. 53). 

Servicemen Employees—Where a company can 
get more information on them (Personnel Prob- 
lem Clinie—April, p. 18). 

Severance Pay—What makes it pay in terms of 
goodwill (Personnel Problem Cliniec—Sept., p. 
12). 

Stickers on Desks and Walls—Manager should 
formulate policy, secure approval from upper 
echelons, and enforce po'iey (Personnel Prob- 
lem Clinice—March, p. 16). 

Suggestion Awards—They never equal the 
amount of savings they effect (Personnel Prob- 
iem Clinic—Feb., p. 16). 

Taking Back Former Employees—How the tight 
labor market encourages this (Personnel Prob- 
lem Clinic—Sept., p. 10). 

Tape Recorder Is Sound Training Tool—Basic in- 
struction in how to obtain best results in using 
a tape recorder for business communications 
(Personnel Training—July, p. 42). 

Tardiness—How some companies define it (Per- 
sonnel Problem Clinic—Jan., p. 18). 

Tardiness-How a company should deal with 
late employees (Personnel Problem Clinic—May, 
p. 16). 

Temperature—There is no ‘‘ideal’’ office tem- 
perature which will satisfy all (Personnel Prob- 
lem Clinic—Mar., p. 16). 

Temporory Workers—AM survey shows how 
firms use them most effectively (May, p. 81). 

Theft in the Office—Ignore an anonymous letter 
that charges unnamed employee with stealing 
from the company (Personnel Problem Clinic— 
Mar., p. 16). 

Time Sheets—Are they necessary for salaried 
employees who are exempt from the Federal 
te gggage «My Law? (Personnel Problem Clinic— 

ov . 

To Exit Gracefully or Honestly?—Exit interviews 
are not enough (With the Editors—June, p. 88). 

Training Films—Too “?< ponnane (Personnel 
Problem Clinie—Nov., p. 

Training Programs— What ae smaller company 
with limited resources should do (Personnel 
Problem Clinie—April, p. 18). 

Unions—How many benefits should they try 
to get for their employees? (Personnel Problem 
Clinie—Oct., p. 16). 

Unions— legal to question job applicants about 
them (Personnel Problem Clinic—Nov., p. 14.). 

Vacations—Firm must give employee vacation 
eligibility credit for time spent in military serv- 
ice (Personnel Problem Clinic—June, p. 16). 

Videotape Aids Training Program at FDA—Food 
and Drug Administration uses Panasonic video 
tape equipment to train employees (Personnel 
Training—Dec . p. 38). 

Videotape, TV Studio Relay Firm's News—Two 
companies have used videotape for personnel 
training and other jobs (Personnel Training— 
June, p. 36). 

Why Some Men Sour After 40—Accent on youth 
often results in capable men over 40 being left 
in the same position until they retire; by Howard 


DECEMBER 1969 


-, Floyd, management consultant (April, p. 
22 


Women—Their potential as executives is excel- 
lent according to a survey of Twin Cities com- 
panies (AM Memo—April, p. 96). 

Work Measurement Program, One That Is Self- 
Simplifying—A detailed account of how work 
measurement is used at Aerospace Corp.; by 
Arnold E. Nelson, manager, Work Measurement 
and ia Section, Aerospace Corp. (Sept., 
p. 44). 


Self-management 


‘Colleague Level’ Approach—Seminars to learn 
about computers (Personnel Training—Nov., p. 


2. 

Getting the Message Across—Effective com- 
munication is a problem for managers in all 
industries (June, p. 19). 

Inflation and How to Fight It—Data on recent 
inflationary trends; some advice on what to do 
(July, p. 19). 

‘It Just Won’t Work, | Tell You’—A list of the 
excuses a company uses for not trying a new 
idea (AMS Report— Oct., p. 

to N g Your Working Day—A re- 
view of what constitutes good personal time 
management at various executive levels; by 
I. S. Gottfried and J. D. Dunn, consultants, 
Norris & Gottfried, Los Angeles (Jan., p. 38). 

Obsolescence, What’s Your Factor?—Manage- 
ment jobs have higher factors than most, mean- 
ing they have to constantly learn (Sept., p. 19). 

Personnel Executive, Climbing the Ladder to— 
A description of the steps from PIRT (person- 
nel technician), to PIRM (personnel manager), 
to PIREX (personnel executive), with chart; by 
Professor Dale Yoder, California State College, 
Long Beach, Calif. (AMS Report, Feb., p. 58). 

Programming: You Can Master It—The basic 
steps involved in programming (Oct., p. 36). 

Speech-making; How to Make it Effective—A dis- 
cussion of what makes a good speech (July, p 
62.) 

‘T-Groups’—Manager’s_ effectiveness depends 
much upon his interpersonal relationships with 
his subordinates (April, p. 68). 

Tired Executive, The Case of the—A climate of 
stimulation is necessary to keep an executive on 
his toes (Feb., p. 21). 

Travel, Organization Can Take the Strain Out— 
How to ‘plan a trip (Nov., p. 20). 

Your Speech, Your Audience and You-A Handy 
Guide—Important points in public speaking; by 
Dr. K. E. Kearney, University of South Florida, 
Tampa (AMS Report—Jan., p. 58) 


Systems Improvement 
General 


Accounts Receivable: Packaged Programs Fill 
Most Custom Needs—Outline of the advantages 
of using an outside, computerized, accounts re- 
ceivable program (Jan., p. 78). 

Computers are overqualified and énder em- 
ployed—Results of study of 8,000 companies by 
a Institute of America (AMemo—July, 

. 80). 

ioe Stations, Decentralized—Gilbert N. Olson, 
administrator of the Pigg and Ramstead Clinic 
in Bismark, N.D. feels that decentralized copy 
stations are better than one centralized copying 
center (Systems in Action—Oct., p. 69). 

Credit Accounts Need Watchful Eye—Suggestions 
for a successful credit policy; by R. E. Peterson, 
district reporting manager, Dun & Bradstreet, 
Charlotte, N.C. (AMS Report—Feb., p. 57). 

Drawings Reproduced, 40,000—A shorteut sys- 
tem of producing engineering drawings (Sys- 
tems in Action—Oct.. p. 65). 

ID Cards Handle Many Assignments—How the 
Caterpillar Tractor Co. of East Peoria, Ill. uses 
ID ecards (Systems in Action—Oct., p. 64). 

1-D Systems—New cards aid company security 
(April, p. 24). 

Labels Can Cut Repair Time—Story of label use 
by an < rental company (Systems in Action 
—Feb., p. 79). 

Logo Lobel Applied Fast—Effective combina- 
tion of logo pre-printed labels and fast imprint- 
ing device (Systems in Action—June, p. 44). 

Losses; Seven Point Program to Cut Them in 
Shipping and Delivery—How to have successful 
loss prevention programs; by C. Hemphill 
Jr., loss prevention eg Los Angeles 
(Tips for the Office—Jan., p. 44 

Microfilm Cuts Budget by’ Over $2, 500—Cumber- 
land Engineering is now using a microfilm sys- 
tem to record, retrieve, reproduce and store 
documents and records (Oct., p. 28). 

Microfilm Program Aids Airline—How Delta 
Airlines has put maintenance manuals and parts 
catalogs on microfiche (Systems in Action—July, 
p. 75) 

Pension Funds Liberalized, Found to be Profitable 
7 look at recent trends in pension plans (Feb., 

p. 76). 

Problem Solving Goes Creative—A description 
of four mental approaches used in teaching 
managers how to find creative solutions; by 
Dorian Shainin, vice president, Rath & Strong 
Inc. (Aug., p. 30). 

Procedural Writing, A Logical Approach—An in- 
depth study of this type of business communi- 


GET “CARD FILE” SIMPLICITY 
IN A MODERN ADDRESS 
BOOK By Recordplate 


INDIVIDUAL FORM SYSTEM 
MAKES THE DIFFERENCE 


Each form carries one piece 
of information, i.e. names, 
phone, addresses. Changes 
are easy to make without dis- 
rupting order. Each card fits 
into handy binder. Write for 
catalog. 


RECORDPLATE CO. 
789 N. Fair Oaks Ave. 
Pasadena, Calif. 91103 
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VISUAL CONTROL 


AE. cosmncaee et? 


Includes full-scale chart section for layout use. 
Shows how Rol-a-charts schedule 12 to 52 weeks 
in advance and never run out of space. Shows 
how to schedule with written entries or magnets. 
Color illustrations show 7 sizes for scheduling: 
Orders * Jobs * Production * Purchasing + Main- 
tenance * Machines * Manpower « Bids * Budgets 
Projects * Sales » Computers * EDP Equipment. 
. Get your FREE 
apenecee-=— ee ~~ PLANNING KIT now. 
ee No obligation... 
1 No salesman will 
call. Circle card... 
or write or phone 


. today! 


ROL-A-CHART 


SOMERSET, CALIF. 9S684 
TELEPHONE 916-622-2437 
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Only Keith Clark 
offers you these 
exclusive popular 
demand items. 
Order the full line from 
Keith Clark, Inc. 

the world’s foremost 
manufacturer of quality 
desk calendars. 


® 


SK4 Monthly -Minder* Planning denier 
ay month at a time with space for each 


day’ Ss memos. 


Deltex cover in black only. 


os KEITH CLARK, INC. 


Sidney, N. Y. 13838 
Sales 


Office: 1450 Broadway, New York, 10018 
(212) 594-3150 


Quick service on reorders. Warehouses are 
located in: Chicago, St. Louis, Dallas. 


50% more copies 
from any master! 


Heyer’s new Model 760 Conqueror® spirit du- 
plicator with Variable Speed Control has mas- 
tered the master! 

Start fast and slow down —you get 50% more 
copies from your masters. 

Print as fast or as slow as you want to! Run 
thin paper to cards. Colors brighter and blacks 
blacker ... and you can print five colors at once! 


That's how Heyer mastered the Master —for 
you! Send coupon for our Demonstration-by- 
Mail. 


80to180cop- 
ies per min- 
ute. The first 
and only 
spirit dupli- 
cator to offer 
this out- 
standing fea- 
ture (Patent 
Pending). 


$379.50 


Heyer Inc., 
1850 S. Kostner Ave, 
Chicago, Illinois 60623 


“Since 1903 — Always makes a good Impression.”"® 
AM 1269 
Heyer Inc., 


1850 S. Kostner Ave., Chicago. 
Send for free demonstration by mail and name 
of nearest dealer. 


I 
| 
| Name 
| 


Title 


Firm 


| 
| 
Street | 


City 
State 


Zip 


7 


(Circle No. 47 on Reader Inquiry Card) 


84 


Index... General systems improvement continue > 


eation, with a chart structuring procedure logic; 
by F. W. Fleischhauer, writer-editor, Grumman 
gg red Corp., Bethpage, N.Y. (Jan., p. 42). 
woe greek Workers—First National City Bank 

Pm much by using a ogg Famine 
help (Systems in Action—Mar., p. 84). 

Videotape Aids Training Program at FDA—Food 
and Drug Administration uses Panasonic video 
tape equipment to train employees (Personnel 
Training—Dec., p. 38). 


Systems—Clerical 


See also Systems—Correspondence, and 
Systems—Record-keeping 

Conveyors Come to the Rescue—Efficient paper- 
work flow maintained (June, p. 84). 

Electronic Typists—The New York headquarters 
of American Electric Power Co. solved its prob- 
lem with a stenographic and typing personnel 

“mix’’ (Systems in Action-Oct., p. 67) 

Self-adhesive Labels Update Firm’s Envelopes— 
Story of using old catalog mailing envelopes up- 
dated by adding new copy on labels (Systems in 
Action—Jan., p. 55) 


Systems-—-Communications 


Cassettes Link Office, Field—Starting a com- 
munications system from scratch (Systems in 
Action—Nov., p. 52). 

Communication by Committee—One way for a 
firm to keep its members informed and to in- 
terchange ideas; by L. E. Culbertson, president, 
Bowaters Southern Paper Corp. (AMS Report— 
May, p. 53). 

Conveyor ~Simplifies Billing—How Smith's 
Transfer Corp., Staunton, Va. uses a conveyor 
system to age accounts receivable (Systems 
in Action—Oct., 66). 

Intercom Helps eam Meet Daily Deadlines~How 
a photographic firm uses a 200-station Ericsson 
= system (Systems in Action—Aug., p. 

Messages, 1,000 a Day—Every Day—How Union 
Carbide uses an internal communications sys- 
tem (Systems in Action—Sept., p. 56). 

Wire Used to Send Documents—A new, fast way 
to transmit documents (Systems in Action— 
April, p. 56). 


Systems—Correspondence 


Dictation typing and mailing 

Electronic Recorder Simplifies Dictating—How an 
insurance company has saved money by intro- 
ducing the Nyematic dictation system (Systems 
in Action—Jan., p. 55). 

Mailing List Under Control—Elliott addressing 
system saves time and permits control by in- 
surance firm (Systems in Action—Aug. p. 62). 

Mailings to Dealers, Handy All-in-one Form 
Eases Them—How the Toronto subsidiary of Hall- 
mark uses an all-in-one statement to dealers 
(Systems in Action—Feb., p. 78). 


Systems—ADP and EDP 


Budget, Use of to Analyze Work Performance— 
Work performance analysis forces departments 
to talk in work measurement terms, by Edwin 
Brenman, director, City-wide Data Systems, 
Bureau of the Budget, N.Y.C. (Mar., p. 20). 

Computer Cuts Costs of In-Plant Reproduction— 
By-product benefit of EDP System; by Paul R. 
Fritton, Cornell Aeronautical Laboratory 
(April, p. 36). 

Computer Form, One Does the Job of Two— 
Bogene Inc., Lebanon, Pa. adopted a computer 
form to prepare two different reports to man- 
agement (Systems in Action—Nov., p. 50). 

Computer, Manual Information Handling Stream- 
lined by a Small—A discussion of the advanced 
computer system which has been developed at 
Alcolac Chemical Corp. to streamline operations 
(Oct., p. 106). 

Computer Tape—Three major processes used 
to keep tape clean (May, p. 32). 

ata Processing-Increased Uses—Computerized 
network can be much more then accounting tool 
(June, p. 34). 

EDP Controls Personnel Data—Georgia-Pacific 
Corp., Portland, Ore., uses a computer to take 
care of its payroll system (Oct., p. 51). 

EDP Counts Pennies, Saves Dollars—Story of 
how an armored car company uses an NCR 500 
computer to process a payroll from start to 
finish (Systems in Action—July, p. 74). 

EDP Documentation—Ten ways for effective 
documentation; by R. Stuart Magie Jr., assistant 
ar apigaaaes Union Bank, Los Angeles (June, 
p. 62). 

EDP Equipment, Who Should be Sold—Study by 


* Diebold Group found it better to sell middle 


managers than top management (AMemo—Aug., 
p. 80). 

EDP Output—Description of four new forms of 
output that are competing with the EDP Line 
printer; by Lewis E. Lachter, executive editor 
(July, p. 36). 

EDP Training Programs—Firms have many dif- 
ferent kinds of in-house programs (May, p. 63). 

Input Keyboards: Typewriters That Talk to Com- 


~ 


‘ 


puters—Lists some of the main input controls 
and their functions (Oct., p. 26 
Source Data Automation—How it helped one 
large company (Systems in Action—May, p. 79), 
Time Sharing—information on the fastest grow- 
ing area in the computer industry (AM Memo— 
April, p. 96). 


Systems—Record-Keeping 


Computer Tapes—How to properly file and find 
agg by — Stubbs, IBM (AMS Report— 

ay, p 
‘Double Parked’ Files Save Space—New filing 
system increases capacity by 50 percent (Sys- 
tems in Action—June, p. 43). 

Fiche Used for Catalogs—Two more airlines 
have installed Bell & Howell microfiche systems 
(Systems in Action—Sept., p. 58). 

Files, How to Appraise Them in 60 Seconds— 
Five specific steps to be taken for an accurate 
and quick appraisal of your files; by A. Litchard 
Dickinson, manager, office systems division of 
Royalmetal Corp. (Aug., p. 46). 

Forms Savings of $10 per M—How an Insurance 
Co. economizes by ame carbonless paper (Sys- 
tems in Action—Sept., 58). 

History, What to File ta 4 list of the reports, 
records, ete. which should be preserved as a 
history of the business. (AMS Report—Oct., p. 
48 


a. 

Record Identification: Use the ‘Trigger’ of Their 
Activity—Some solutions to the problems inherent 
in record keeping; by A. C. Fitzgerald and J. B. 
Goldman, Record Retrieval Systems Analysts, 
Boston (Jan., p. 34) 

Records and How Long to Keep Them—Guide- 
posts taken from Bankers Box handbook (Tips 
for the Office—July, p. 14). 

Records Systems in Context—Symposium co- 
sponsored by A/M and Oxford Pendaflex pro- 
vides practical pointers on records management; 
by Walter A. Kleinschrod, editor (Dec., p. 26). 

Written Rules from A to Z Needed—abridged 
rules for alphabetical filing; by Eve Galloway 
(April, p. 90). 


REPRINTS 


Reprints of articles in A/M 
may be obtained at $1 each. 
Most will be reproduced on 
photocopying equipment. Low- 
er rates apply on quantity or- 
ders. Address all inquiries and 
orders to Administrative Man- 
agement, Reprint Department, 
51 Madison Ave., New York 
10010. 
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